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Purpose

To provide an orderly process for amending Civil Service Rules.

Background

Periodically there is a need to amend Civil Service Rules because of new laws, meet and
conference process, Rule clarification, etc.  These changes may be initiated by the Commission,
the Commission's Executive Officer, Board of Supervisors, CAO, or Director of the Department
of Human Resources (DHR).

Procedure

1. All proposed amendments that are initiated by individuals outside of the Commission will
be submitted to the Executive Officer in typed form with a complete draft and an add-
and-delete copy.  Proposed amendments shall show all amended sections.

2. The Commission shall act on such proposals within 30 calendar days after their
submittal providing that the proposals have been reviewed by County Counsel and have
been met and conferred upon.  The Executive Officer will include a recommendation to
accept or reject the proposed amendments.

3. If the proposed amendments have not been reviewed by County Counsel or have not
been met and conferred upon, the documents will be referred to the Commission's
President and Vice-President for approval.  The referral will include a recommendation
from the Executive Officer.

4. If the proposed amendments are approved by the Commission's President and Vice-
President or if the proposed amendments are initiated by the Commission itself, the
documents will first be referred to County Counsel for review and then to DHR for
coordination of the meet and confer process.  The proposed amendments shall be
returned to the Commission within 60 calendar days after receipt by DHR unless an
exception is agreed to between the Commission and DHR.  Any change to the original
proposals as a result of meet and confer or County Counsel review should be
communicated immediately by DHR to the Executive Officer for discussion with the
President and Vice-President or with all Commissioners.

5. DHR will be responsible for furnishing the Commission with a complete final copy and an
add and delete copy, except in cases where the amendments were initiated by the
Commission.  After the Commission has approved the amendments, the Commission's
staff will coordinate the forwarding of documents to the Board of Supervisors for its
approval.

6. Within 30 calendar days of Board approval, DHR will be responsible for furnishing all
departments with copies of amendments.


